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CENTRAL INTELLIGENCE AGENCY
Washingtons Ds Cu

ADMINISTRATIVE INSTRUCTION 28 January 1949

- NO.

SUBJECT:  Group Hospitalization,
1, Administrative Instruction N subject: "Group Hos-
pitalization", dated 17 December 1946 1s rescindeds :

"2, Current policies governing this subject will continue to te
administered under the s upervision of the Personnel Officer.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Acting Executive

DISTRIBUTION: ALL CIA F:PLOYEES
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€ . :  CENTRAL vINI‘ELLIGENGE AGENCY
: Washington, De G,

STATINTL . ADAINISTRATIVE Immﬂ' 28 January 1949
NO. , ‘

SUBJECT: Group Hospitalization.

STATINTL - | |
. 1, Administrative Instruction Fsubjact: "Group Hos-
: . pitalization", dated 17 December 1940 18 rescinded, ‘

2o Current policies governing this subject will continue to bte
administered under the supervision of the Personnel Officer.

.FOR TUE DIRECTOR OF CENTRAL INTELLIGENCE :

STATINTL

Acting Executive

DISTRIBUTION: ALL CIA T PLOYEES
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CENTRAL INTELLIGENCE GROUP :

¢ I. o ADUINISTRATIVE ORDER - N -

. GROUP HOQPITALIZATION s . STATINTL ‘
Reierence: CIG Adminidtrative Order - ' : »STATINTL A
| | STATINTL -

l.. In accordauce with én agreement with Group Hospitalization,
CInca, e OUE Yroup Hesps, talization Unit, Employee Relations

Secticon, Persennel Dlv.u.sion, Personnel and Admlnlstratlve

Branch, is ar*‘c,:l.vated effective this date. STATINTL

Mrs._ Room 11l, North Building, Extension 680,

is appointed Group Treasurcer.

g T e

Inquiries, applications for membership, and payments on contracts

in connection with group hospitalization wi".Ll be made to

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL

STATINTL

- Golonel, AGD ‘
Executive for Personnel and Administration
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October 1946 o CENTRAL THTELLIGENCE GROUP

Co I. . ADMINISTRLTIVE ORI?wI—?. - ; ‘ ST ATINTL;

ORGANIZATTON 4D I'UHCTIONS OF THE PEFLbOI\!NEL DIVISION

dated 3 Beptember 1946

Reference: Chenges 4 to CIG Administrative Order » ’STATINTL;:

1. ONGANLLATION

r

There has been established, within the Administrative and
Personnel Brench, a Personnel ivision to be responsible for all
personnel manasement Tunciions and programs of CIG, There is
hereby established within the Personnel Livision the following
operating bections: :

—~
n

Clussification and sdlary idministration Lection
(activated)

iledical Services Section (activated)

Procurement and Assessment Section (ectivated)
Transactions and Lecords Section (activated)
Treining vection (to be activated)

Hdeadruarters and Headquarters Detachment (to be
activeted) _ '

Javal Coumand (to be activated)

Employee ftelations Section (to be activated)
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2. RELPOIHSTBILITIES

Herewith are established the functions and responsibilities
of the above Sections:

. (2) Classification and Salery Administration Section:

(1) Evaluate the assinnment of duties and respon-
sibilities in connection with the estublisiment and
classification of positions in the departmental and
field service, in accordance with the previsions of the
Clessification Act of 1923, as amended, ’

. N
: (2) Zsteblish and lizintein formal wreitben allocation
standards and spccifications of the duties and respon-
sibilities of positionse : o :

(3) Plan and effect a selary administration program,
with special emphasis on excepted and unvouchered positions.

(L) Prepares studies and analysis of the utilization
of personnel for use in connection with organizational
. problems, N : ‘
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(b) ledical Services bection:

. (1) Develop and operate &n employees' health
v program,

- (2)  Provide complete medical services for employees
including physical examinztion and x~ray, and the treat-
ment of illnesses and injuries incurred in line of duty. .

, (3 Onerste disnensaries and energency rooms.
L i o v

(¢) Procurcuent and ..ssescment Section:

(1)  Procure and assign personnel required for
domestic and foreizn operctions, including military and
naval personael, Lioison with the .or Department and
davy Department on the Hrocurement of service personnel.,

(2) issist operating officisls in the establishment
of qualification criteria,

(3) Serve as liaison with personnel procurement
sources. . v

- (L) len, organize and conduct psychological assess-
ment progrems to eveluate the ebilities and qualifications
of employees and applicants, :

’ "(d)- Trensaction wnd Records Section: .

(1) Certify, post, file and meintain all personnel
files and rcecords.

| o . : (2)  Control the processing of all personnel actions
(3) 4pply current Civil Service Rules and Regulr tions

in the execution and processing of personnel actions and

cdocunents o . i :

(o) Troining Sectiont

(1) Orzanise znd conduct orienbation, on-the-job
treining and nost-empldyment programs for fereign and
domestic euployecs.

(2) " Plan and execute the orientation program fer
employees. , ‘

(3) * Prepare training end procedural manuels for all
types of personnel, including stenographic and clerical,

and documents pertaining to domestic and foreign employces. .
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(£) “Headquartoré and Hoadquarters Detachment:‘

. (1) Conduct administrative activities affecting all ‘
military personnel agsigned for duty. ;

(2) Establish and maintain necessary personnel. - ;
records and discipline, and install and maintain adequate
stores of supplies and equipment required by military
personnel, in accordance with military regulations. - S

(g) Waval Command:

(1) Conduct administrative activities affecting.all .
neval personnel assigned for duty, . _ |

(@ Esteblish and maintain necessary personhel i
records and discipline, and instell cnd maintain adequate T
stores of supplies and equipment required by naval

personnel, in accordance with naval regulations,

(h) Employec Relations Section:

(1) Serve as licison between the employee and the
operating officicls in connection with cnployee adjuste-
mentse Recomiond remedizl action in morale cases
involving the cgency and the enployce.

g | ' ‘ (2) Conduct the efficiency rating program, in
accoracnce with Civil Service rules and regulntions,

f . (3) Plan and conduct welfarc activities and serve
; _ o8 lizison with credit unions, hospitalization and

g : insurance organizations, organizational drives and

: promotional cctivities,

STATINTL

: ‘ olonel, /
i : , Executive fer Personnel
‘ and Administration
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